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SUBJECT: Delinmquent Advance Account

1. Ascording %o Headquerters'rrecords, an accounting for
sdvances was due from you . To dabe no

sccounting has been received at Teadquarters.

2. As you are aware, socountings must, in most cases, be
submittad once monthly. Accountings for longer periods are
difficult for the individusl to prepare, and the long retention
of documents in the field constitutes a security hazard. Further,
delay in submitting aecountings often ends in a lese of records and
s resulient personsl loss to the ‘ndividusl, Even where no expenses
have been incurred, your scknewlsdgment of receipte of funds end
your statement of advances and transfersis other persons sre neces-
sary for the completion of the sccowttings of Headquarters and
field personnel with whom you msy heve had dealings.

3., Therefore, whether or not any expenditures have been nade
it 48 veguested that you submii an accounting immedietely. In
this socounting show ell cash receip¥y expenditures, if any; advances
te other persons, if sny; and your actua) cash balance on hand.
Travel clsims should, of ecurss, be sccompanied by an itinerary.
A1) svailsble receipts should be forwarded or reason for fallure
4o forward should be given,

i, Apprompt reply is requested.
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